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| NTRODUCTION

This user guide is designed as an overview of the Online Course Booking and Payment System

used by SPD (ScottishPower Development)

It details the functions ascribed to the different menu items and various on screen links designed
to guide a customer through the booking process. The guide uses screenshots of the various

online pages used and gives a b rief description of the fields and functions used in each case.
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COURSES
To view available courses click on the O6Courses6 | ink i
Courses Shopping Cart
Courses ject from the dropdown menu to view courses by subject. You can also type in a search string to |vou have 0 item(s) in your cart
Shopping Cart Cart Total: £0.00
Login . .
Register Choose: | <Vigw All Courses> 7] and cearch for Search View Shopping Cart
Help . .
Terms and Cenditicns Electrical Appreciation Login / Register
High Voltage Safety for Managers
Start Date Location Duration Fee Places Login to your account or register with the site to
Dealain House, Cumbernauld 2 days [ Book ::a‘ - quick checkout without re-entering your
Hoylake House, Wirral 3 days 8 Book
Login Register
Kﬁg”gg”le Electrical Safety
Information Start Date Location Duration Fee Places
Dealain House, Cumbernauld s days 12 Book
Dealain House, Cumbernauld 3 days 7 Book
High Voltage
High Voltage 1234
Start Date Location Duration Fee Places
22/0 Dealain House, Cumbernauld 5 days £210.00 12 Book
Jointing
11kv Cable Jointing 456
Start Date Location Duration Fee Places

A view of all courses displays detailing:

Course subject and profile
Start Date

Location of course
Duration

Fee

Number of places available
A link to Book the course

E I |

This view also shows the Mini Shopping Cart and the Login / Register panel at the right of the
screen.

Clicking a Profile Name (green text) will open a window containing details of the course content.

Sear ching for courses

When you first open the Courses page there is a view of all courses currently available for
booking. You can filter this view to find the course(s) you require. Click the dropdown list next to

6Choose subjectd at the top of the page:
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Courses
Choose a course subject from the dropdown menu to view courses by subject. You can also type in a =earch string to
further filter courses.
Cheoose subject: “View Al Coursess |+]
Enter search: <\fiewr All Courses>
Electrical Appreciation
High Voltage
Jeinting
Public Lighting & Street Furniture
Click the course title links below to vi¢Road and Street Works h to book onto a course click the 'Book’ link for
vour preferred dates. Autherization Coursss
Exams
The dropdown displays a list of subjects to choose from. The following screenshot shows the
result of selecting O6High Voltaged being selected from the
Courses
Choose a course subject from the dropdown menu to view courses by subject. You can also type in a search string to
further filter courses.
Choose: |High Voltage j and search for | Search |
High Voltage
High Voltage Safety for Managers
Start Date Location Duration Fee Places
22/04/2009 Dealain House, Cumbernauld 2 days £265.00 6 Book
24/04/2009 Hoylake House, Wirral 3 days £265.00 8 Book
High Voltage 1234
Start Date Location Duration Fee Places
22/04/2009 Dealain House, Cumbernauld 5 days £210.00 12 Book
Within this category you can further refine your search by
then clicking the 6Searchd button.
Choose subject: [ <view Al Courses= ~|
Enter search: | |
The following screen shows the result of typing 6Managersod
Courses

further filter courses.

Choose a course subject from the dropdown menu to view courses by subject. You can also type in a search string to

j and search for |Manag

Choose: |High Voltage ers I Search I

High Vvoltage

High Voltage Safety for Managers

Start Date Location Duration Fee Places

22/04/2009 Dealain House, Cumbernauld 2 days £265.00 6 Book

24/04/2009 Hoylake House, Wirral 3 days £265.00 8 Book
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Now only High Voltage Courses with the word O6Managersoé in |
This secondary filter only works when a subject is chosen from the dropdown | ist. When
Coursesd is selected in the 6Choose subjectd dropdown this
REGISTRATION
Registration does not refer to booking a place on a course but rather to the process of registering
your billi ng details in order to speed up the checkout process. Once registered, you can login to
the system with your own password. You will still be able to book and pay for courses without
registering your details but you will need to supply your billing details every time you go through
the checkout process. To register either click the link in the main menu or the Login / Register
panel (below):

Login / Register

Login to your account or register with the site to

enable gquick checkout without re-entering wour

details.

Login Register
Clicking the O6Registerd link displays the foll owing:

Register

Providing your billing address details at this stage is not obligatory but will save vou entering them every time you
book courses with us.

Fields marked with ** must be completed.

Email: ** I

Title:**

<-Pleaze select-> ¥

Forename:**

Surname:**

Company:**

Job Title:

Address1:

Address2:

Address3:

Town/City:

Country: United Kingdom ;I

Postcode:

Telephone:

Fax:

Password: **

Confirm Password;®*

By registering with our site you must accept and agree to our Terms and Conditions.
I have read and accept the terms and conditions [
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Complete the form with appropriate details. Some fields are

mandatory (marked with **).

You must remember to tick the box at the bottom of the form saying that you accept the Terms

and Conditions of SPD. You can view the Terms and Conditions by clicking on the link.

Once you have completed todeefdrmuctonk AheoodRegmati on mess:

Register

Thank you for registering. & confirmation email will be sent to you shortly

L OGIN

Once registered with the system you can login by clicking the Login link in the main menu or the

Login / Register panel. The following displays:

Mot yet registered?

Forgotten your password?

Login

Already Registered? Flease supply yvour logon credentials and click 'Login’
Fields marked with ** must be completed

Email: ** I

Password:** I

Enter your email address (this is your username and wa

password and click 6Loginé. I f you cannot remember
password?6é |ink and follow the onscreen instructions.
If you have not previously reg istered with the system you can click

When successfully logged in the following (example) appears:

s supplied when you registered) and

your p
Youl
the 0O

Login

Welcome back Joe Harris

details

En=zuring yvour account is kept up to date will enable a quicker

checkout process when boo

You are now logged into the system. Flease ensure yvour account information is up to date by viewing vour account

ing courses
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Viewing / Updating your account details

When logged in you can view or update your account details by clicking the appropri

main menu or the Customer Account panel (which replaces the Login / Register panel when you

are logged in):

Customer Account

Logged in as: Joe Harris

View Your Account Logout >>
When you click this link the following displays:
Your Account
Update your account by editing any of the infarmaticn below and click 'Update Account' to save the changes
Fields marked with ** must be completed
Email = [oe@aemecomx |
Title:** Mr B
Forename:™? Joe
Company:** [sovEsamons |
Job Title: [ssstvanager
- ressl: 3 The Mews
Oak Read
Newtown
Town/City: [Edinbwran |
Country: [United Kingdom =l
EH8 SUH

Fax
assword password
Confirm Password:** [

Update Account

Make any appropriate

Please no te that you can only change your email address via your account area as it is your

changes

required

“

' SCOTTISHPOWER

ate link in the

and cl

unique username. You cannot change your email address to one that already exists in the system.

The following message displays if you do this:

ck o6Updat e

Your Account

i

p— . .
< Your account has not besn updated - email address already ex

—

——
Update your account by editing any of the intormation below and click 'Update &Account’ to save the changes
Fields marked with ** must be completed
SPD Course Booking CUSTOMER User Guide v1.04.doc -6
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BOOKING COURSES

Booking No  n-Authorised courses

If a course does NOT require authorisation the following (example) will display when you click the

6Bookd6 |ink in the courses screen:

Book Course
<< Back to Courses

1f the

the Au

upplied and click "Verify'. If
'Add to Cart

If the course/exam doesn't require autherisation please complete the beoking details and click 'Add to Cart'

Dealain House, Cumbernauld

1 Required: No

None

Enter the delegateds Forename, Surname and Job Title and
dietaryr equi rements (i f a course includes |l unch). Then click

The course is added to your cart and the form remains on screen for you to continue to add
further delegates on to this course if you wish or you can continue straight to the ¢ heckout. The
places available reduce by one each time you add another delegate and when the course is fully

booked the following displays:

Course Code:
Course Title:

Start Date:

Duration:
Location: Dealain House, Cumbernauld

No

equirements: None

There are no places available on this course! 2
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N.B. Some courses have related exams and these may be highlighted when booking where you
will be able to view th e exam profile and choose to register delegates for the exam:
Do you wish to register for the Exam?
Click here to view the exam profile.

Booking Authorised Courses/Exams
Authorised courses/exams require an authorisation code to be entered for each delegate you wish
to enrol. The authorisation codes will be supplied by SPD and you will need these to complete the
booking process.
The following (example) displays when you click the 6Bookbd
authorised course:

Book Course

<< Back to Courses

ere supplied and click "Verify'. If the
omplete the of the becking details and click "Add to Cart’
IF th require autherisation please complete the bocking details and click 'Add to Cart’
Fields marked with ** must be completed.
Dealain House, Cumbernauld
Yes

Enter the Authorisation Code and click the é&wveri fydéd button.
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Book Course

<< Back to Courses

/exam do: equire authorisation please

Fields marked with ** must be completed

Course Code:

Course Title:

Start Date:
Price:
Duration:
Location:

ation Required:

Add to Cart

The delegate name is automatically filled in along with their authorisation code. Complete any

speci al requirements and

N.B. Some City and Guilds exams must be booked at least 6 weeks in advance. The following

message will disp lay in this instance and no booking can be made:

cl

Book Course

Thiz exam can only be booked at least § week

to

SCOTTISHPOWER
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THE SHOPPING CART

The Mini Cart

Each time you add an item to your cart it appears in the mini cart at the right hand side of the

“

' SCOTTISHPOWER

screen:
Shopping Cart
You have 3 item(s) in your cart
Cart Total: £1,058.25
Your cart will expire in 33 min(s). Pleaze leave
enough time for checkout and payment
View Shopping Cart Checkout >=
The mini cart shows how many items are in your cart and the Cart Total. It also shows how many

minutes you have before your cart expires. You should ensure that you have sufficient time to
complete the checkout and payment process before your cart expires. If your cart does expire,

any items in it will be removed and be made available for others to purchase.

IMPORTANT NOTE T If you do not allow yourself sufficient time to complete the

checkout process and complete payment for items in your cart it is possible that your

cart will expire before you have exited the checko ut. In this case the payment will be
processed but NO courses will be booked. An onscreen message will alert you to this

and inform you that you must contact ScottishPower Development to rectify the issue.

To avoid this always give yourself enough time to complete the checkout process in full.
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View the content of your Shopping Cart

To see the full details of items in your cart cli
or click 6Shopping Cartd from the nav(éexagmple)idispfayso n t
Your Shopping Cart
<= Back to Courses
You have the following items in your cart
Course Course
Course Details Delegate fee excl VAT. fee incl
VAT applied VAT
CG238210X - Electrical Safety, 15/04/2009 at Fred Jones £555.00 £83.25 £638.25
Dealain E
HW1234 - High Voltage 1234, 22/04/2009 at Fred Jones £210.00 £0.00 £210.00
Dealain E
HW1234 - High Woltage 1234, 22/04/2009 at Brian Harris £210.00 £0.00 £210.00
Dealain E
Sub Total £975.00
VAT 15% —
Total to pay - - £1,058.25

From here you can delete courses from your cart making them available for others by

Coursesbod

clicking the delete icon.

You can also navigate back to the courses page by clicking 6<<Back to

THE CHECKOUT PROCESS

When you have complet ed adding items to you cart and are ready to pay for them, click the

6Checkoutd |Ilink (in the mini cart or main menu).

least 1 course place within your cart.

If you are registered and logged in please note that you can only change your email address via
your account area as it is your unique username. Altering your email address at checkout will

result in confirmation emails being sent to this address but it will NOT be updated within the

system unless changed v ia your account area. All other details if changed at checkout will be

saved to the system. The following screen will display if you are registered and logged in:

ck the o0Vi
he | eft a
The Checl
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NB - If you have NOT registered your billing details with the system and logged in then

th e checkout form (above) will be blank and you will have to enter your billing details

manually.

If you add items to your cart before logging in you will still be able to login during the checkout

Checkout

Are you a registered customer? If so have you remembered to login? Click here to login.

Please ensure you have left enough time for checkout and payment. Your can

check how much time you have left by viewing your shopping cart on the right.

Email:** jee@acme.co.uk
Title:* Wr v
Joe

Harris

ACME Solutions
Manager

1 New Street

Old Read

Hewtown

Edinburgh

URITED KINGDOM »
EH3 BEF

0845 130 1048

«-Flease select-> e

Review Details

process without having to add your items again.

When the bil ling details are correct and you have ticked the Terms and Conditions box click

6Review Detailsbé at the bottom of the

The foll owi
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Checkout

Flease checl that vour details are correct before making payment.

Email: joe@acme.co.uk

Title: Mr

Forename: Joe

Surname: Harris

Company: ACME Solutions

Job Title: Manager

Address1: 1 New Street

Address2: Cld Road

Address3: Newtown

Town,/City: Edinburgh

Country: UNITED KINGDCM

Postcode: EH3 8EF

Telephone: 0845 130 1048

Fax:

How did vou find our =ite?: Training Brochure

Terms: Accepted

I Make Payment

checking your details are correct cl

WorldPay Secure Server to complete your payment.

SPENERGY
NETWORKS

=

Help FAQs Security

Secure Payment Page

This payment page has been created by RBS WorldPay for Scottish Power. Please
review your purchase details, then select a card or payment to proceed to the next
page.

Scottish Power

Description GMO001, 30/10/2009
(Test Live Gulnar Test
Live Mushtaq)
Amount £5.00

Select your payment method

B B s vise [vsd @D

MasterCard Debit Visa visa Debit Visa Maestro
MasterCar|pebit MasterCard Electron
ice Solo
Cancel [x]

payments powersd RBES WorldPay is part of the Royal Bank of Scotland Group.
J¥RBS WorIdPay For help with your payment visit the: RES WorldPay Help.

Copyright (c) RBS plc 2009

c k

t

SCOTTISHPOWER

he 6éMake
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Select a payment method and this will direct you to the Secure Payment page:

SP ENERGY
NETWORKS

- Secure Payment Page

Scottish Power
Payment Method Visa Verified by
Description GMO0001, 30/10/2009 VISA
(Test Live Gulnar Test
Live Mushtaq)

Amount £5.00
Card Details Q

You must fill in fields marked with *

* Card number |

Security code

|
* Expiry Date S —

* Cardholder's Name Mrs Gulnar Mushtag |
Cardholder Details Q
You must fill in fields marked with *
* Billing Address Gulnars Company fa]
Dealain House =
Napier Road |
Wardpark HNorth w
Postcode/Zip code 368 ODF
* Country United Kingdom ~
Telephone 0141 636 4879
Fax 0141 636 4845
* Email address Gulnar.mushtaq@scottishpowe|
© START AGAIN ©
© CANCEL PURCHASE MAKE PAVMENT

Refunds and Returns
For more information wvisit our refund and returns policy.

payments powersd by RES WorldPay is part of the Royal Bank of Scotland Group.
;ﬁ RBS WorIdPay For help with your payment visit the: RBS WorldPay Help.

Copyright (c) RES plc 2009

Your name and company address should be automatically filled in but if you wish to change these

youcaname nd t hem. Enter your payment details and

If you cancel a payment you receive the following message:

Thank you, your payment has been cancelled
Merchant's Reference: qm4uti jdpk0ipcvklowZudss

Please contact RBS WorldPay immediately if there has been a problem
making your payment.

Transaction Cancelled

Dear Mrs Gulnar Mushtaq, vour transaction has been cancelled and no money has been
transferred and no bookings have been made.

SCOTTISHPOWER
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If you choose to make the payment it progresses to the next stage.

SP ENERGY
NETWORKS

Help FAQs Security
. Secure Payment Page

Your payment has been submitted for processing.
Please wait for the result. If you do not receive a result in a few
moments, please continue.

If the following displays:

x

r.‘r"l This page contains both secure and nonsecure

'?. tems.

Do you want to display the nonsecure items?

Mo Mare Infa

€ésay yes to dispdeasitemg t he non

The following confirmation displays:
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